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MEMORANDUM FOR: Chief, Administrative Staff, FBIS 
FROM: James H. McDonald 
Director of Logistics 
SUBJECT: Delegation of Local Procurement Authority ae: 
REFERENCE:. Memo for D/L fm cyas|___|ata 11 Dec 79, STAT 


Same Subject (OL 9 5142) 


1. Pursuant to the authority contained in[ __| STAT 


you are herein authorized to appoint the named Approving 
Officers to procure materials or services under the existing 
mprest Fund for items as hereinafter listed: 


a. Nonstock items or stock items as required 
in an operational emergency may be procured at a 
cost not to exceed $500 per line item, or $2,500 
per purchase action. Purchase actions logically 
in excess of this amount are not to be divided to 
circumvent this limitation. : 


b. Operational emergency repair and services 
not to exceed $200 per item. 


c. Reimbursement for expeditious maintenance, 
repair, or services necessitated by an operational 
emergency in an amount not to exceed $2,500 per 
action. 


d. Regulated items will not be procured under 
this delegation. 


e. Any nonexpendable material will be reported 
im accordance with established Agency property 
accounting procedures. - os 


2. Any operational emergency need for procurement in 
excess of the above will not be performed without the prior 
approval of the Chief or Deputy Chief, Procurement Division, 
OL. Amy such authorization will be appropriately documented 
in the accounting. _ nh ee 
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SUBJECT: Delegation of Local Procurement Authority 


3. All procurement under this delegation shall be 
conducted in accordance with sound business and professional 


standards consistent with the following in the stated order 
of precedence: 


a. Agency Office of Finance instructions and 
regulations. 


b. Agency instructions and regulations other 
than 3a above. 


c. Section 3-607, entitled "Imprest Fund Methods, 
of the Armed Services Procurement Regulation (copy 
attached) except that: 


(1) For purposes of this delegation, 
the monetary limits of this regulation are 
reflected in paragraph 1 of this delegation. 


(2) This delegation is limited to the 
uses specified in paragraph 1 of this delegation. 


4. Procurement in excess of this delegation will normally 
be handled by Headquarters. Therefore, any such requirements 
will be identified at the outset; and your preliminary work, 
if any, will be performed only to the extent and in a manner 
consistent with eventual handling by Headquarters. STAT 


5. | 
is appointed as Approving Officer for purposes of this delegation. 


6. Within 30 working days subsequent to the completion STAT 
of each fiscal year, the Chief, Administrative Staff, = 
shall forward to the Chief, Procurement Division, OL, a schedule 
displaying procurements executed under the subject delevation 
in the following format: 


H 


Date - 
of Procurement Order Item No. of Total 
Action Unit No. Description Items Amount 


Type of Action Sources Source 


(e.g., emergency stock) Solicited Awarded 
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SUBJECT: Delegation of Local Procurement Authority 


7. This delegation supersedes any and all previously 
provided under the named Imprest Fund and shall remain in_ 
effect until revoked by the Director of Logistics. 


/s/ Jornes H. McDonald 
James H. McDonald 
Att 
cc: D/Fin, w/att 
Distribution: 
so eg ao w/att 
- OL Official, w/ref § att 
‘1. - OL/PD, w/ref §& att 
- OL/PMS, wo/att 
- OL/P§&PS, wo/att 


- D/L Chrono, wo/att. 
- OL/PD Chrono, wo/att 


STAT oL/PD:kinc 18 Dec 79 
STAT Retyped: OL Ot (7 Jan 80) 


CONCUR: 


- ? 5d 
Counsel, OL Date 
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received, damaged in transit, or not conforming to specifica ications of 
the purchase order. Unless extenuating circumstances exist, such 
notification should be made not later than 60 pays after specified 
date of delivery; 

(iv) when DD Form 11557 is not used, the clause in 7-104. Ba(a).” ; 

(v) a requirement that outer shipping containers shall be marked » 
“FAST PAY.” 

3-606.4 Responsibility for Collection of Debts. The contracting office icer r shall be 
ptimarily responsible for collecting debts resulting from failure of contractors to: ~ 
properly replace, repair, or correct supplies lost, damaged, or not conforming to 
purchase requirements (see E-602 and E-603). 

3-607 Imprest Fund Method. 

3-607.1 General. An imprest fund is a cash fund” “of a fixed: amount 
established through an advance of funds, without appropriation charge, to an 
authorized imprest fund cashier to effect immediate cash payments of relatively 
small amounts for authorized purchases of supplies and era services. 

3-607.2 Establishment of Imprest Funds. © 

~ (a) Authority. Commanders of installations and of activities with serait 
authority are authorized to approve the establishment of imprest funds. The 
’ number of imprest funds at an installation shall be kept to a minimum and one 
imprest fund should be sufficient in most instances. Exceptions to this general 
tule may be justified for isolated activities when the location of the established 
fund is not readily accessible. 

(b) Amount of Imprest Funds. The amount of each fund shall be extablighéd 
on the basis of the estimated monthly payments therefrom and the need for 
replenishment without undue administrative burden, but shall not exceed $5,000. 
A review shall be made at least quarterly to insure that the fund is not in excess of 
actual needs, and necessary adjustments shall be made. 

(c) Imprest Fund Cashiers. 

(1) Imprest fund cashiers must be appointed by the head of an installation 
or activity to make authorized cash payments for materials and nonpersonal ser- 
vices, maintain custody of funds, and file periodic vouchers to account for and 
replenish the imprest fund. An imprest fund cashier should be established at a 
convenient location on the installation or activity for the purpose of making pay- 
ments to vendors or carriers, e¢.g., in “Central Receiving.” Disbursing officers and 
individuals responsible for originating, approving, and processing requirements 
are not eligible for appointment as imprest fund cashiers. Exceptions to this rule 
may be granted by the major headquarters exercising control over the installation : 
or activity. In no event shall an imprest fund cashier have: zecess to or control of 
more than one imprest fund. oY 

(2) Each appointment and termination of appoiiinient shall és approved 
by the head of the installation or activity. After approval, administrative orders 
signed by the appropriate authority shall be issued. Appointment orders shall con- 
tain the following: ae ; 

(i) name of individual and duty station; : - 
(ii) identification of disbursing station for which the cashier will act, in- 
cluding the accounting number assigned thereto; 

(iii) precilis duties to be Se 


3607.2 
_ ARMED SERVICES PROCUREMENT REGULATION 
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(iv) effective date; and. 
(v) amount and location of fund. 
An alternate cashier may be appointed (sce (3) below)-o on the: same order as the 
principal. Two copics of the orders shall be furnished to cashiers, and one copy 
each to the disbursing office and the installation or activity purchasing office. . 
(3) An alternate imprest fund cashier may be appointed to provide service 
during the absence of the principal cashier. Appointment requirements for prin- 
_ cipal cashiers shall apply to alternate cashiers. In planned absences of the prin- 
cipal cashier, cash may be advanced by the principal to the alternate in any 
amount up to the limit of the fund. The principal shall obtain a signed cash 
receipt from the alternate. Upon resumption of his duties, the principal cashier 
shall return the cash receipt to the alternate after obtaining paid receipts, sub- 
vouchers (sce 3-607.4(f)(2)) and residual cash. In the unforeseen absence of the 
principal cashier, funds may be advanced to the alternate in the normal manner 
by the disbursing officer. These funds shall be in addition to the amount currently 
advanced to the principal cashier under the established fund, but shall not exceed 
the amount of the fund. Upon return of the principal cashier, the alternate shall 
return paid receipts, subvouchers, and residual cash, to the disbursing officer. - 
3-607.3 Conditions for Use. ; 
(a) Imprest funds may be used in accomplishing small purchases when all of 
the following conditions are present: 

(i) the transaction is not in excess of $150 ($300 under emergency con- 

ditions); 
(ii) the supplies or services are available for delivery within 30 days, 
whether at the supplier’s placc of business or at destination; and 
(iii) the purchase docs not require detailed technical specifications or 
technical inspection. 
(b) Imprest funds may also be used for payment of: 

(i) charges for local delivery, parcel post (including c.o.d. . postal 
charges) and line haul or intcr-city.transportation charges of $25.00 
or less for supplies ordered for payment from imprest mss when the 
vendor is requested to arrange for delivery; 

(ii) c.o.d. charges for supplies ordered for payment from imprest funds; 
and 

iii) civilian volunteers for sadicipation in approved wiedical research 
projects. 
(c) The conditions for use specified in (a) and (b) above do not preclude the 
use of imprest funds for other expenditures not related to small purchases (e.g., 
travel advances, travel expenses, transportation charges, and purchases of postage 
stamps and transportation tokens or passes), when such expenditures are 
authorized by other regulations governing.the use of pa funds. 
(d) Imprest funds shall not be used for: 
(i) payments of salaries and wages; 
(ii) advances, other than those authorized in 3- 607. 4; or 
(iii) cashing of checks or other negotiable instruments.” © - 


. 


3-607.3 
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3-607. 4 Procedures. 
(a) Procurement, Purchases from the imprest fund shall be ‘based upon an 
authorized purchase request and shall be made only by personnel authorized by 


_ the contracting officer. Orders may be placed orally or by use of Standard Form 


1165 (Reccipt for Cash—Subvoucher) without soliciting competition when prices 
are considered to be reasonable, but shall be distributed equitably among 
qualified suppliers. Prompt payment discounts shall be solicited,:and a sales docu- 
ment shall be obtained to support the cash payment. An authorized purchase 
order form endorsed ‘Payment to be made from Imprest Fund” may be. used 
when required by supplier for granting Government discounts, or tax exemptions. 
(Since purchases through the use of imprest funds are of relatively small value, 
‘Government tax exemption certificates generally will not.be required (see 


11-500(b)).) When the proposed purchase price will exceed any stated monetary . 
restrictions on the purchase request, additional authorization’ shall be. obtained... - 


prior to making the purchase. Copies of the purchase mequest document: shall be 
marked to show: 
(i) that an imprest fund purchase has been ade: 

(ii) the unit prices and extensions, 

(iii) the supplier’s name and address, and 

(iv) anticipated date of delivery or pickup. 

(b) Sales Document. A sales document is a term applied to a supplier’ 's invo- 

ice, sales ticket, packing slip, or any other sales instrument containing the follow- 


ing minimum information: 


(i) supplier’s name and address; 
(ii) list of items; 
(iii) quantity; 
(iv) unit price and extension; and 
(v) cash discount, if any. 
(c) Receipt of Material. 

(1) All material purchased through the imprest fund shall be delivered toa 
designated receiving activity. The receiver shall examine the material to ascertain 
that the quantities and items described on the purchase request document and the 
supplier's sales document are present and in satisfactory condition. If the material 
is acceptable, the receiver shall stamp the supplier’s sales document “Received 


and Accepte:J,”’ date and sign the document, and pass it to the imprest fund cashi- 


er for payment. A supplicr’s sales document, a receipted Standard Form 1165 
(Receipt for Cash—Subvoucher), DD Form 1155 (Order for Supplies. or Ser- 
. vices/Request for Quotations), or DD Form 1348-1 (DoD Single Line Item 
Release/Reccipt Document) may be used to record the receipt of purchases made 
from the imprest fund and shall be processed in the same manner. The minimum 
information specified in (b) above shall be included in the Gbeument used to 
record the receipt of purchases. 
(2) When it is not practicable to obtain delivery of material at destination 
on a c.o.d, basis, advance arrangement may be made for the material to be picked 


up. The imprest fund cashier may then advance cash to an authorized individual . 
to pick up and pay for the material. Necessary certifications of receipt and ac-. 


ceptance of material shall be obtained on one of the documents as indicated in 


(1) above. Receipt for cash payment (see (e) below) shall be made on the same 


document, which will serve as the imprest fund receipt. 
3-607.4 
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co @) When prior arrangements for pick up of material are not siaciicaiile: 
{the imprest fund cashier may advance cash to an authorized individual to make a _ 
proposed purchase. , 
(d) Advance of Funds. Individuals receiving a cash advance. ‘from the imprest 
fund cashier shall be required to sign the ‘Interim Reccipt for Cash” portion of - 
Standard Form 1165, or an equivalent receipt form. After purchase has been 
made, the individual will return any unused cash to the imprest fund cashier with 
the necessary certifications of receipt, acceptance, and cash payment, at which © 
time the imprest fund cashier shall “void” the interim receipt for cash, Cash so 
advanced should be accounted for daily, but under Unustals circumstances cash : 
may be advanced for longer periods. 
(e) Certification of Cash Payment. The original reccipt document (or a copy 
_ tendered as the original) presented to the imprest fund cashier for payment shall a 
be stamped with a certification containing the following information: 
(i) statement that cash payment was reccived in full, 
(ii) amount paid, : 
(iii) date of payment, and 
(iv) signature and title of supplier or his agent receiving sahe cash paye =e 
ment. 
Alterations or corrections to documents tenaered for payment shall be inftialed 
. by the person making the change. Changes in the amount paid shall be initialed 
by the individual receiving payment. : 
(f) Responsibilities of Imprest Fund Cashier. 

(1) Pending receipt of material, the imprest fund cashier shall keep a file 
of purchase request documents covering imprest fund purchases. Prior to pay- 
ment, or acceptance of the document tendered for settlement of an advance, the 
cashier shall verify the necessary certification of receipt and the supplier's billed - 
price or the price paid. If the supplier's receipt for cash payment is not obtained 
for purchases of $15 or less, the imprest fund cashier shall complete the cash 
receipt document and have the person receiving the fund sign this document. 
Receipt for U.S. parcel post c.o.d. charges should be obtained on Standard Form 
1165. When receipt cannot be obtained for c.o.d. purchases, imprest fund 
cashiers located in foreign countries are authorized to certify on the receipt docu- 
ment, “Delivered by (name of post office or carrier) no receipt given." The c.o.d. 
label shall be removed from the parcel and affixed to the receipt document in - 
support of the reimbursement voucher. Imprest fund cashiers at any location may 
accept a signed c.o.d. receipt to support the subvoucher if the carrier refuses to 
sign a Government form. 

(2) After completion of settlement transaction, cach subvoucher shall be 
numbered consecutively and this number placed on the original of the paid 
receipt documents. These subvouchers will support the cashier's claim for reim- 
‘bursement of the imprest fund. The imprest fund cashier will not request 
duplicate receipt documents, nor retain such documents if provided. 

(3) When total charges stated on the sales document are paid, without 
deduction of discounts offered and earned, or without correction of minor billing 

errors, action will be taken to obtain a réfund from the supplice, Collection action a 


may be waived for refunds of one dollar or less. 
(g) Payments. 


(1) C.O.D. Upon presentation of an sluthorized document with the neces- . 
sary certification of receipt for supplies or services, the amnptest fund cashier or 
3-607.4 
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‘other authorized individual shall pay the supplier or his agent and obtain the cer- 
tification of cash payment as set forth in 3-607.4(e). 

’ (2) Receipt From Common Carrier or Post Office. When | c.o.d. shipments 
are reccived or picked up from a common carrier or post office, the certification 
of cash payment may be accomplished on a list of the packages provided by the 
post office or common carrier. Such reccipt will be supported by copics of the ap- 
plicable sales documents if available. _ 

(3) Periodic Payments. When a blanket purchase agreement is not suitable 
and it is administratively convenient and agreeable to the supplier, periodic pay- 
ments from the imprest fund may be made for supplies. delivered on a repetitive 
basis, provided that the accumulated amount of the deliverics for the specified 
period docs not exceed the dollar limitation imposed on the imprest fund method 
by 3-607.3. 

(4) Failure to Ship C.O.D. When ‘natevial is ordered c.o.d. but is shipped 
by the supplier subject to payment by check, Standard. Form 1034 (Public 
Voucher for Purchases and Services Other than Personal), may be used to make 
payment. Under these circumstances, the receiver shall prepare the necessary 
certification of receipt and forward the receipted document through the imprest 
fund cashier, for attachment of the supporting documents which authorized the 
shipment and submission to the disbursing officer for payment. 

(h) Reimbursement of Imprest Funds. 

(1) The imprest fund shall be reimbursed by use of Standard Form 1129 
(Reimbursement Voucher) supported by cashier's subvouchers. The imprest fund 
cashier shall prepare and submit Standard Form 1129 ‘in triplicate to the 
disbursing officer as frequently as necessary, but not less often than monthly. At 
the close of the fiscal year, a reimbursement voucher covering all remaining sub- 
vouchers through 30 September shall be submitted before the closing of the al- 
lotment accounts for the month. When required, subvouchers shall be sum- 
marized by account to complete the accounting classification block of Standard 
Form 1129. The subvouchers shall be attached to the original of Standard Form 
1129 and submitted to the disbursing officer for reimbursement of the imprest 
fund. One copy of Standard Form 1129 shall be retained by the imprest fund 
cashier pending the return of the “paid™ copy of the form with the reimbursement 
checks or currency in the amounts requested by the cashicr. Where the imprest 
fund is reimbursed by mail, or where long delays in reimbursement arc encoun- 
tered, the imprest fund cashier may retain copies of subvouchers until reimburse- 
ment is accomplished. When copies are retained, they shall be placed in a sealed 
envelope identified to the reimbursement voucher involved. When reimbursement 
is-received, the sealed envelope will be presented to the official who signed the 
Administrative Certificate on the SF-1129 for destruction. 

(2) When a supplier refunds cash prior to the. submission of Siandard 
Form 1129 covering such payment, the imprest fund cashier shall accept the 
refund, return the money to the imprest fund, and enter the amount of the refund 

"on the original of the supplier's receipt. When the refund is made subsequent to 
_the submission of the applicable Standard Form 1129, the imprest fund cashier 
shall enter the amount of the refund on the retained copy of the reimbursement 
voucher, promptly submit the refund to the disbursing officer, and obtain a 
reccipt. meg 

(i) Accounting. Recordkeeping for the imprest fund shall be as simple as 
possible consistent with the maintenance of adequate controls. A file of suppher’s 
reccipts for amounts paid and not yet vouchered for reimbursement, and capics 
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of paid rcimbursement vouchers ordinarily will suffice for ane records of the im- 
prest fund cashier. 

(j) Review. The imprest fund cashier shall be eauied to-.account for the 
established fund at any time, by cash on hand, paid suppliers*:teceipts, unpaid’ 
reimbursement vouchers, and interim receipis for cash. Unannounced inspec- : ° 
tions, including cash counts are.required to’ be made of cach imprest fund at least 
quarterly by qualified individuals who are under the jurisdiction of the Comp- -- 
troller or Chicf Accounting Officer of the installation, where such positions exist, 
but in any case by individuals, excluding the eISpURIE: officer advancing the 
funds and subordinates of the imprest fund cashier. 

3-608 Purchase Orders. 

3-608.1 General. ye 

(a) Negotiated purchases of supplies, nonpersonal services $ and construction 
not in excess of $10,000 may be effected by using DD Form 1155 (Order for-Sup- . 

| plies or Services/Request for Quotations) and its ancillary forms (for construction -: 
see also 16-402.2); Standard Form 44 (Purchase Order - Invoice Voucher) may 
also be used for material and nonpersonal services not in excess of $2,500. 

(b) The DD Form 1155 provides for the arrangement of information in fixed 
focations, including sequential numbering .of all blocks, and within certain of 
these blocks a code box for inserting alpha-numeric codes. The uniform arrange- 
ment of data and the provision for codes will facilitate manual and automated 

‘~ processing of contractual documents and interchange of information between 
purchasing offices and contract administration activities. 

3-608.2 Order for Supplies or Services Request for Gisibiians (DD Forms 
#455, 1155r, 1155r-1; Standard Form 36; DD Form 1155c-1 and Standard Form 
38). , ; 

(a) Forms. The following forms may be used to issue purchase orders: 

(i) DD Form 1155 (Order for Supplies or Services/Request for Quota- 
tions) which when used with DD Form 1155r in accordance with 
3-608.2(b)(1) or with DD Form 1155r-1 in accordance with 
3-608.2(b)(2) as appropriate, provides in one document— 

(A) a purchase order, a blanket purchase agreement, a delivery 
order under a contract, or delivery order on Government agen-. 
cies outside the Department of Defense (see Section V); 
_(B) a receiving and inspection report; 
(C) a property voucher; 
(D) a public voucher; and 
' (E) a document for acceptance by the supplier. 

(ii) Standard Form 36 (Continuation Sheet) provides additional space or 

a blank sheet of paper may be used; 
_ Git) DD Form 1155c-1" (Commissary Continuation Sheet) (for use. on. 
' optional basis), provides columns suited for Pomnigussary pepeure™ 
" ments; and 
(iv) Standard Form 30 (Amendment of Solicitation/Modification of Con- 
tract) shall be used in all modifications to DD Form 1155 ate 
_ 3-608.4). 
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11 December 1979 


MEMORANDUM FOR: Director of Logistics 


FROM: a STAT 
1ef, ministrative stace,| | 
SUBJECT: Amendments tol petegation of Local STAT 
Procurement A ty and Extension of 
Expiration Date 
REFERENCE: Memo dated 13 July 1976 
1. It is requested that the [ __focal Procurement 
Authority be effective until revoke y the Director of 
Logistics. STAT 
z. It is also requested that 
appointed as Approving Officer and that 
be appointed as the Alternate Approving ; 


STAT 


ce. 
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